NMQA Librarian Job Description  -  Elected



Primary Responsibilities�
Calendar of Activities�
Activity Detail�
�
Participates in:


Making, presenting to Board for approval and maintaining a Budget


All Board Meetings


Membership meetings – AM and PM alternate months...coordinate courier service from Storage to meeting site (see courier procedure sheet)


Library Team meetings – usually before or after Membership meetings�
 


Yearly ( November/December )


Board:  January, March, May, July, September, November, December


Membership Meetings – am & pm


Library Team: Monthly or as necessary�









Membership meetings:


Set up book & sales tables before start time & return books to storage after meetings.


Library Team meetings:


Communicates with team & coordinates tasks�
�
Maintains:


Updated Working Library List – additions, deletions, tracks checked out books 


Provides updated List to Web-Person


Communicates in friendly and prompt manner re: inquiries and emails


                   �
Monthly�
Librarian is responsible to keep the laptop computer in her possession & brings it to Membership Meetings for easy access to Library Lists�
�
Coordinates:


      1.Contacting members concerning past due Library materials


      2. Inventory of Library materials�









Inventory – Annually in November/December�
�
�
Purchases (w/ Treasurer) :


Library materials for check out – books, DVDs, etc


Library operating supplies, as needed�
Ongoing throughout the year�
Magazines:  Sees that annual subscriptions are kept current�
�
Oversees Library Book Sales:


Determines books or magazines to be placed on sale table


Maintains a Petty Cash fund for change purposes


Submits Sales Deposit to Treasurer at end of Membership Meeting


�
Monthly























�
Books/magazines are usually from donated materials or discontinued items from the Library.





Obtain small $ denominations for fund prior to Membership meeting





Fill out Deposit forms to accompany deposit. Deposit counted & initialed by two members of Library team.


�
�
Provides: Articles for THE QUILL


Written Library related artic�
Alt. Mos. Starting Feb.�
Acknowledge Donations, News


Acknowledge donations, inform of new Library materials, articles of interest, etc.�
�
 








